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PROVIDER SEARCH/MATCHING 

J C  P e n n e y

PI-02





 Search by provider name or match client needs with providers by entering criteria 

 

 Match is based on type of provider needed and profile of the client 

 

 All licensed foster family homes, adoptive homes, day care centers and agency/facilities are 

included in provider index for search or matching 

 

 Will allow greater access to providers throughout the state and more detailed provider 

information 
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PROS - Provider Search 

 

 

 

 This screen provides a means for locating providers who have been entered into the system  

- This includes Day Care, Foster Families, Adoptive Families and Agencies and 

Facilities like group homes 

- For facilities, search on the facility name in the PROVIDER NAME field; for 

‘family-type’ providers, type the Last name in the PROVIDER NAME field (or for 

common last names, can search on last name followed by first initial:  Smith J) 

 

 You can search for a specific provider by entering one of the following criteria 

- PROVIDER NUMBER  

 - FACILITY NUMBER, which also includes the PROVIDER NUMBER 

 - First two or three characters of the providers LAST NAME  

 - Federal Tax ID Number  

 

 The more search criteria that you have the more limited your search will be  

 

 The system will take you to PROL (Provider List) screen after performing a search 

 

 Be thorough in your search in order to avoid entering duplicate providers into the system  
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PROL - Provider List  

 

 

 

 This screen will display all matches to the search criteria entered on PROS (Provider Search)  

 Providers may have multiple rows, partially due to the TYP field.  These are the values you 

may see for name type: 

 

P Provider 

F Facility 

A Abbreviated 

X Extra (like an alias, but for a provider) 

W Warrant (like for the provider’s check/warrant) 

C CCUBS (Child Care system) 

 

 You can SELECT, INQUIRE or MODIFY an individual provider on this screen  

 

 You may select a provider and use the fast PATH to access further information 

 

 You may choose to select providers who only have active licenses or providers who have 

both active and inactive licenses 

 

 To add a provider after a provider search has been completed, press F11 

- PROE (Provider Entry) will be displayed 

Defaults to Both (Active 

and Inactive).  Change 

to Active. 
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PIGD - Provider Information (General) Detail 

 

 
 

 This screen displays general information about a provider/facility in the CAPS system 

 

 Information will be displayed for ACTIVE LICENSES only and for those services not 

associated with a specific license 

 

 Information displayed includes the following: 

- Address 

- Provider contact information 

- Facility type and license status 

- Assigned licensing worker 

- Services provider/facility can provide 
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FSPL – Facility Services Provided List 

 
 

 This screen displays a list of the types of services available from a provider/facility 

- A service can be added to the list at any time by an RPA    

 

 The list displays the service code and description of the service, the date the provider 

began offering the service and the date the provider stopped offering the service 

 

 When entering a service, DO NOT enter a rate if one does not default in from the system 

- Entering a rate automatically ends the service at the end of the fiscal year and 

payments may be held up until a new detail line is added 

- Entering a rate on FSPL will cause that to be the default rate on SERP (Services 

Detail: Payable).  If another worker needs a different rate, it would then need to 

be overridden and an additional level of approval will be required.  However, if 

no rate is entered here, each worker can request the rate they need on SERP 

 

 If there are additional services, a MORE indicator will display in the upper right corner of 

the screen. 
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PRPH - Provider Placement History 

 
 

 The Provider Placement history displays all clients that a provider serves or has served in 

the past 

- Workers can use this screen to identify the other clients placed with the provider 

 

 No selections or updates are performed on this screen - it is displayed for information 

only 

 

 The screen will display the following: 

- Type of placement 

- CAPS ID and name of the client 

- Sex and current age of the client 

- License Type and License Status 

- Placement Start and End dates 

- Current placement status 

- Current assigned worker for the client 
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PASL - Provider Active Services List 

 

 
 

 

 This screen displays all open services on behalf of all clients related to a specific provider 

 

 When a record is selected, SERL (Services List) will be displayed for that client 

 


